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License Application:

Letter size color coded; pink is renwwal
white is original. These two applications
are used for all license categories.
These applications are closed out every
calendar year. Wpon renewal each applicant
receives a new license number.

Master Index Cards:

These 5x8 index cards contain the licensees
name, address, S8 number,DOB,license history
and workers compensation insurance informati

Hearing Case Folders:

These filfls contain all records regarding
hearings conducted by the Commission.

General Administrative Correspondence:

These files contain information on the
day to day operation of the Commission,

Retain for two *(2)
years and audit, then
destroy.

Retain permanently. Transfer
periodically to the Archives.

" : Retain permanently. Transfer
periodically to the Archives.

Retain for five (5)
years and destroy.
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